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Create Substitution when:

1) An exempt employee works hours that are
different from their work schedule. Example:
Employee works Monday thru Friday, 8 hours per
day, changes work schedule to Monday through
Thursday 10 hours per day for a temporary period
of time.

2) Employee is scheduled to work on a day that is
normally an “Off’ day. The employee has been
rescheduled to work the off day and is sick. An
absence cannot be recorded on the off day unless
a substitution is created.
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If an employee’s work schedule is long term or
permanent, the “Maintain Planned Working Time’
(Infotype 0007) should be changed.

Menu path is Human Resources > Time
Management > Administration > Time Data >

Maintain
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Temporary work schedule changes are recorded on
infotype (2003 - Substitutions) for exempt employees.

There is only one subtype for Substitutions infotype
which will default when you select create.
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In this example, an exempt employee’s work schedule
will change for one payperiod.
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There are two methods in which a change in work
schedule may be recorded:
1) Daily Work Schedule (DWS) — The total number of
hours scheduled to work.
2) Work Schedule Rule — Temporary change an
existing work schedule for a period of time.
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The exempt employee normal work schedule was
(MFO1 - Monday — Friday 5X8). For this payperiod
only, the employee will be required to work (MRO1-
Monday — Thursday 4X10).

HRLAD — 02/16/04



An AASIS Training Guide - Enterprise

PAG61 - Substitution

HRLAD — Time and Leave Administration

.Iic to

validate

_92."15."2904 0z2/28/2004

Daily work schedule DWWS grouping

Wark schedule rule HRE1 @10 Manday - Thur ..

AASIS Support Center, Diane Hill
02/16/04 Revised V3

HRLAD - 02/16/04



An AASIS Training Guide - Enterprise HRLAD — Time and Leave Administration
s Utilities Settings =te
Bl H @@ DHE DDhOon BEE @
Maintain Time Data
Ol I0 | T | 2 List entry | Week Manth Year
[a]
Personnel no. 5 @ =
Mame Flora Gideon =
EE group 1 Redgular State . Pers.area Frod DFA
EE subgroup UE Employee Cost Center 383230 riela]
Working times || Wieekly calendavaddt| data | Time quotas | Time managem... ||| [«][» ']
| [infotype text [EJ| | [Perind
| |Absences : @ Period
| |attendances Fr.  02/15/2004 To  02/28/2004
|_|Time Events O Today O currweek
| |overtime A1 O current month
|_|Substituti0ns ) From curr.date ) Lastweak
|_|A\railabilit5r ' Ta current date i Last month
| |[Time Transfer Specificatians O) Curr.period e —
| |Emp|0\,ree Remuneration Infa E T
L [~]
Direct selection
Infotype Substitutions STy |:
[«]
You will receive thi K
ou will receive IS message
@ Record creats ] «G— d 4
e
AASIS Support Center, Diane Hill
02/16/04 Revised V3

By creating this substitution record, the employee’s
work schedule in infotype (0007 — Planning Working
Time) will be overridden for this period of time.
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An exempt employee has a temporary schedule
change for one week. Since AASIS does not allow the
recording of an absence such as SICK on a
scheduled day off, the change in the work schedule
must be recorded to allow an absence to be entered.
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In the Period field, enter a date that you are
substituting as a day off for a normally work day.
Because an exempt employee’s work schedule is
defined in the system, we have to specify an off day
for the employee.
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AASIS Support Center, Diane Hill
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ECAREREERERE
| DWS grouping: 50
Daily.. [V [Daily WS t... [Pind hrs|Work st...|Work e... [Start date |End date
10.0 10.00 hours 10.00  0§:00:00 18:00:00 01/01/1900 12/31/9999
12.0 12.00 hours 12,00 02:00:00 20:00:00 01/01/1900 12/31/9999
|20 40hours  4.00  0%00:00 12:00:00 01/01/900 12/31/9999
45 45hours 450 08:00:00 12:30:00 01/01/1900 12/31/9999
55 550hours 550 0&:00:00 13:30:00 01/01A900 12/31/9999
6.0 GO0haurs  6.00  02:00:00 14:00:00 01/01/1900 12/31/9999
6.5 650 hours  6.50  02:00:00 14:30:00 01/01/900 12/31/9999
7.0 70hours  7.00  08:00:00 1500:00 01/01/900 12/31/9999
8.0 §0hours .00  08:00:00 16:00:00 01/01/900 12/31/9999
Ilss 85hours  8.50  0@:00:00 16:30:00 01/01A1900 12/31/9999
9.0 90haurs  9.00  02:00:00 17:00:00 01/01/900 12/31/9999
DAY 00:00-24:00 800  0%:00:00 16:00:00 01/01/900 12/31/9999
OFF Off Day 0.00 01/01/1990 12/31/9999
OPEN 00:00-24:00 24.00  00:00:00 24:00:00 01/01A900 12/31/9999
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7. Click to bnal wark schedule 8. C"Ck tO save |
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In the Period field, enter the date that you are
substituting for the employee’s normally day off for a
work day.
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7100 10.00 hours 10,00 08:00:00 18:00:00 01/01/1900 12/31/3999 [+]
Daily work schedule 12.0 12.00 hours 1200 0S:00:00 20:00:00 01/01/1900 1273159999 =]
B mm——— é 4.0 40hours 400  0&00:00 12:00:00 01/01/4900 12/31/8899
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click the_ OFF OfDay 000 2 ¢ 01/01/1990 12/31/9999 =]
appropriate OFEMN 00:00-24:00 24.00 00:00:00 24:00:00 010141900 12/31/9998 [~]
hours 14 Entries Found v
| d 4
02/16/04 Revised V3 714
The number of hours substituting will depend upon
the current work schedule hours. If the employee
normally works an 8 hour day, you would choose 8.0;
if the employee normally works 10 hours per day, you
would choose 10.0, etc.
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You will receive this message
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